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MEN Y
FROM H
SUBJECT :

26 February 1959
Chief, Records Managemsnt Staff

Courier Hecelpt and Log Record arnd the
How Agency Chain Envelope

1. Duperience over the past several wontha has
indicated that the Courier Receipt snd Log Record
{Forw 240), and the new Agercy Chain Envelope, could
e used to greater advantage,

2. The enclosed wemcorzndum provides additionel
inatructions on the use of these wall mwanagesent tools.
i feel that thage instructions, in the hamds of the
reopie directly respongibls for sending and receiving
mail, wiil promote proper and wore extensive use of
Forw 240 s«nd the Chain Envelope. Accordingly, T would
sppreciste ez wide a distribution ag poasibie of this
menorspium. Additional ecpies of the enclonsd memorane
dum and ite attachwent are swvaillable from th Staff.
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